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INTRODUCTION

Every day, one of your man activities
is communicating with others. You communi-
cate a home, at school, with your friends, and
in the community. For some of you, you ae
aso communicating in a job environment. For
adults, communication a work can be the
difference between success and falure.

THE NEED FOR COMMUNICATION

You fulfill meny different needs
through  communication, and  effective
communication can give Yyou condderable
pleasure. It pleases you when you have a
dimulating conversation with a friend. You
ae a0 pleased when you participate in a
group discussion that leads to a solution for a
problem. You are happy if a letter you write is
answered, and you are told thet the recipient
took what you said serioudy.
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Sometimes, however, communication
does not work, and you end up feding
frustrated.

You have a disagreement with a friend
and do not know what to say to fix it. There
may be certan subjects your parents do not
want to discuss a al. You write a message to
someone and that peson  completey
misunderstands what you said.

Even though we have been communi-
caing dnce hirth, we ae not dways as
effective as we could be. Effective communi-
cation seems to be a problem for many
people.

All  communicetion  depends on
undersanding others and having them under-
dand you. Much of your communication is
intended to influence what people think and
fed. Mogt of the time you want someone to
take some action as the result of your com-
munication. You want a friend to spend
vacation time with you; you want your friends
to like each other; you want your parents to
give you permission to go somewhere.

Perhgps your most important need is
to mantan and improve your relationships
with others. You use communication to
discover other people's needs and to share
your own needs with other people.

Our need for communication is
important in dl areas of our lives. To live is to
communicate.

A DEFINITION OF COMMUNICATION

Communication is a process in which
people are able to trander meaning among
themsdves. The communication  process
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alows people to share information, idess, and
fedings This is the trander of meaning.
Where no meaning is trandferred, no com
municaion has taken place.

SEVEN COMMUNICATION SKILLS

There are many ways to communicate.
Your &hility to read, ligen, think, study, write,
remember, and spesk are the seven communi-
caion skills that will help you to express your
fedings, knowledge, and idess. Communica
tion is innate within everybody; from the cries
of a baby, to the smile of a friend, to the
handshake of your doctor. Everybody uses
communicaion skills differently. In JROTC,
as in your other high school courses, you will

have many opportunities to improve these
ills.

ELEMENTS OF COMMUNICATION

The communicetion process is made
up of various dements. These dements are
communicators (senders), messages, receivers,
channds (written words, sound, sight, radio,
televison), feedback, noise, and setting.

The communicator is the originaor of the
message. The spesker, writer, artist, and
architect are dl communicators.

The message is made up of idess, data,
and fedings the communicator wants to
share. The medium may be a gpeech,
essay, painting, or building.

The channd is the route traveled by the
message as it goes between the communi-
caor and the receivers. Airways may
provide the channd for communicating
the spesker’'s message; lightwaves are the
channds for the writer, artist, and
architect.

The receiver is one or more individuas
for whom the message is intended. The
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communicator must gan the recever’'s
attention to have effective communication.

Feedback dlows communicators to find
out whether they are “getting through” to
the receivers. You get feedback from your
ingtructors, your parents, and your friends.

Noise is interference that keeps a message
from beng undersood. Physcd noise
keeps a message from being heard. For
exanple, the physcd noise of a loud
tdevison progran may intefere with
reeding a letter. Psychologicd noise
occurs when the communicators and the
recavers are distracted by something. For
indance, the psychologicad noise caused
by hunger can prevent concentration.

COMMUNICATING EFFECTIVELY

Once you understand the process of
communication, you can begin to undergand
why communication does or does not work.

In an ided dgtuation, the message is
perceived in the way it was intended. For
example, you write an gpology to your friend
for a migake that you made. If the friend
accepts  the  gpology, the communication
worked. If the friend was offended by your
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message, and the gpology was not accepted,
then the communication did not work.

Your communication may not have
worked due to a problem with the message,
the channedl used may not have been the best
choice, or psychologicd noise may have
interfered. Asking the right questions about
why communication did not work is the best
way to improve communication skills.

Mogt of us dready have consderable
communication skills. We have been sending
and recaving verbal and nonverbal symbols
al our lives.

Vebd symbols utilize the words in a
language to stand for a particular thing or
idea

Nonverbd  symbols dlow us to
communicate without using words. Facid
expressons and gestures are examples of
nonverba symbols.

Neverthdess, we have dl had times
when we have not communicated as effec-
tively as we should. You may have received a
lower grade on a paper than you expected.
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You may have unintentiondly hurt someon€'s
fedings. An indructor may not have under-
stood a question when you asked it in class.

You can work to increase the like-
lihood of effective communicaion. There are
certan badc deps to follow when preparing
any ord or written communication.

The sx deps lised ae not adways
used in sequence, nor ae they exclusve of
eech other. You will want to talor them to
your own style and agpproach, and you will not
ue dal these deps each time you com
municate. These deps will hdp you focus
your atention on how to increase your
effectiveness as a communicator.

STEPSIN EFFECTIVE COMMUNICATION

1. Andyze your purpose and your audience.
Make sure you know why you ae
communicating and to whom you ae
addressng your ideas. Knowing about the
recavers of your communicaion is cdled
an audience analysis.

2. Conduct the research. Use a variety of
resources.

3. Support your idess. Find facts, figures,
datigics, and explandions tha give
credibility to your idess. The more you
can back up your idess, the more your
audience will understand wha you ae
communicating.

4. Get organized. Use an outline or notes to
organize your idess into a logicd
sequence. A logical sequence helps your
audience follow aong with you.

5. Draft and edit. Use language to your best
advantage. There may be many ways to
express the same idea. Look for the best
way. If you are unclear about what you
ae saying, you may be sending mixed
messages.
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6. Get feedback. Test your work with one or
more people. Testing your communication
with others will ensure that you are not
the only one that can make sense out of
what you are saying.

CONCLUSION

Communicetion is how we trandfer
ideas among oursdves. Communication does
not adways work. Your message has to be
perceived the way you intended it to be
perceived.
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You must undersand your audience
and your purpose. You should conduct
research and support your idess. You should
decide on an organization for your informa-
tion and outline your idess.

Follow the basic steps and people will

pay atention to your ideas and be impressed
by your ability to express yourself.
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